YOUR PAYROLL ADVICE EXPLAINED

All active County employees that participate in the Direct Deposit of pay program
should receive a Payroll ADVICE for each pay period in which they report hours
worked and/or leave taken. Your Payroll ADVICE reflects detailed information relative
to the number of hours worked, earnings paid, tax withholdings, deductions from pay,
net pay and leave balances and activity for the payroll period. The following
explanations are referenced to the sample Payroll ADVICE that is shown below for the
hypothetical employee named “Ima L. Payadvice”.

A.  Pay Period End Date — The date upon which the current payroll period ends. The
Payroll ADVICE reflects all compensation earned during the two week period
that ended on this date.

B.  Your federal and state withholding status as submitted on your Withholding
Allowance Certificate (W4 Form). The amount of federal and state income taxes
withheld is based upon your tax withholding status and the amount of your
taxable wages.

C.  Current and Year to Date Gross Pay totals — The sum of all earnings types paid on
a current and calendar year to date basis.

D.  Current and Year to Date Taxable Gross Pay totals — Represents the total amount
of gross pay that is taxable for federal income tax purposes. Generally, this
amount is equal to your Gross Pay less contributions you make to your County
retirement plan and the Deferred Compensation Plan, your health care deductions
for medical, dental, vision and prescription drug insurance and any contributions
you make to a medical or dependent care spending account.

E.  Taxes — Represents the total current and year to date taxes that have been
withheld from your pay. Includes Social Security tax (FICA), Medicare taxes
(FICA MED) and federal, state and local income taxes.

F.  Other — Represents all deductions from pay other than tax withholdings, i.e. group
insurance deductions, retirement plan contributions, union dues.

G.  Net Pay — Represents the net amount of pay that you receive after all tax and
deduction amounts are subtracted from your total gross pay.

H.  Earnings Detail — This section shows the number of hours and gross amount of
compensation detailed by earnings type.



Deduction Detail — This section shows the current and year to date amounts of
each deduction type that have been withheld from pay.

Leave balances and activity — This section includes the beginning and ending
leave balances for the current payroll period along with the amount of leave
earned, accrued or taken in the current payroll period. The following leave types
are included:

e ANNL - Annual leave
SICK - Sick Leave
COMP — Compensatory Leave
PTO — Paid Time Off
REL — Religious Leave

Personal Leave Days— This section reflects the number of Personal Days (if
applicable) that are available for your use prior to the end of the current leave
year.

PAY PER ADV HRS - This section only applies to County employees that were
hired prior to November 9, 1985 that also received an advance of hours on
November 22, 1985 due to a change in the payroll period. If you received an
advance of hours in 1985, the number of hours advanced will be reflected. The
dollar amount of the advance is equal to the number of hours multiplied by your
hourly rate of pay as of 11/22/85. The advance will be deducted from your final
regular payroll check upon retirement, termination or unpaid leave of absence.

Messages & Announcements — Check this section every pay day for important
information regarding your pay and/or upcoming County sponsored events.

Net Pay Amount — The net amount of pay deposited into your bank account after
all tax and deduction amounts are subtracted from your total gross pay.

Bank Routing Transit Number — This represents your bank’s unique Routing
Transit Number. This is not your bank account number. Examples of bank
routing numbers are shown below.

e Bank of America — 052001633 Sandy Spring Bank — 055001096

e Chevy Chase Bank — 255071981 Suntrust — 055002707

e M&T Bank — 052000113 MCEFCU - 255077891

e Wachovia Bank — 055003201 Provident Bank of MD — 252073018
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